The University of the West Indies, St. Augustine
Department of Literary, Cultural, and Communication Studies
Communication Studies Programme
Course:   COMS 2101 - Oral Communication
Welcome to COMS 2101 Oral Communication! This course is designed to enhance your public speaking ability, listening skills and generally help with your confidence in oral communication. According to the Journal of Education and Work, the ability to communicate effectively is a highly desired skill among employers. Please note that this course is valuable for both personal and professional use.  
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I.
Course Description: This course focuses on developing your oral communication skills. We will explore and absorb the best principles and techniques in giving presentations and apply them to real life situations such as job interviews, speaking on special occasions, and doing presentations in academic and professional settings.  You will train to speak effectively and fluently, and you will gain practical experience in giving informative and persuasive presentations.  Key oral communication skills, which will be emphasised, include – analysing your audience, overcoming public speaking anxiety, projecting and refining your voice, speaking and listening skills, and employing effective visual aids. The goal of this course is to ensure that each student will learn the essentials of effective oral communication.  

II.
Course Objectives:

On the completion of this course, students will be able to:

(i) Manage anxiety due to public speaking

(ii) Conduct simple audience analyses

(iii)  Prepare Speech outlines 

(iv) Synthesise and deliver a variety of  oral presentations

(v) Analyse and evaluate oral presentations
(vi) Speak with greater confidence and style
III.
Lecturer:   Dr. Michael S. Jeffress; Email: michael.jeffress@sta.uwi.edu
Office hours: Tuesday 10:00 a.m. to 12:00 p.m. (or by special appointment); Office location: FHE 325; Office Phone: 662-2002, ext. 83030; Web & Social Media: http://www.michaeljeffress.com; Twitter: @CommprofessorMJ; Facebook: http://www.facebook.com/authormichaeljeffress; Linkedin: http://www.linkedin.com/in/michaelsjeffress
About: I have taught public speaking courses for many years. I have well over 2,000 speeches (not counting class lectures) in the past 25 years or so. I have given speeches to audiences ranging in size from just a few to several thousand. I have also given speeches over radio and television. I love making speeches and I truly enjoy teaching this course and have fun doing it. My goal is that you will not only learn and develop your skills, but that you will find the lectures as entertaining as they are informative. For more about me see the links above.
Contacting me: If I am out of the office, you can put a note in my door dropbox or with the section secretary, Mr. Johann Bennett in the LCCS office.  If you send me an e-mail, leave me a note, or a voicemail, please include the following information in any message: (1) A proper greeting, “Hello Dr. Jeffress…” (2) proper identification, “This is FirstName LastName in your COMS 2102 course, (3) your phone number and best time to reach you (if a call back is requested), and (4) a brief explanation of your request.  I will not reply to e-mails that do not include items 1 and 2 above. Before you contact me with a question, there are three resources you should check first: your tutor, the course outline and MyeLearning.  I am not obligated to reply to messages on weekends or after normal business hours. Please do not allow yourself to become overwhelmed.  I am here to help you.  I genuinely want you to enjoy this class and succeed in it.  However, it is unrealistic for you to e-mail me late in the evening, on weekends, or within a narrow window of time before an assignment is due and expect me to reply in short order.

IV.
Lectures & Tutorials:   Refer to the UWI Timetable for times and locations of lecture and tutorial. There is NOT a clear divide between lecture and tutorial most weeks.  Lectures will generally be 2-3 hours, beginning at 1:00 p.m. on Tuesdays until we start having oral presentations. The schedule below provides the full schedule for lecture and tutorials.  Please plan your calendars accordingly. You will be expected to attend the full lecture and tutorial periods. Tutorials will primarily be utilized on oral presentation days. Roll will be taken at the beginning and at the end of each lecture and tutorial. Tutorials:  Tuesdays 2-4pm, 5-7pm or Wednesdays 9-11am 
V.
Course Texts & Materials
A.
Essential

1. Ford-Brown, Lisa A. (2017). DK Guide to Public Speaking, 3rd Ed. New York: Pearson. ISBN: 9780134380896. Any edition will suffice.

2. A sturdy pocket folder for speech outlines and speaking notes
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A video recording device (e.g., smart phone, tablet, laptop or digital camera) to record Life Anthems Speech.

4. 100 index cards (4x6)

5. A USB thumb drive

6. Access to course in MyeLearning

B.
Recommended

1. Berkun, Scott. Confessions of a Public Speaker (2010). Sebastopol, CA: O’Reilly Media, Inc. ISBN: 9780596801991.

2. Reynolds, Garr (2011). Presentation Zen: Simple Ideas on Presentation Design and Delivery. 2nd Ed. Berkeley, CA: New Riders. ISBN: 9780321811981.

VI.
Class Meetings, Rules, and Assignments.  
A.
You will get out of this class what you choose to take from it. I strive to be fair, impartial, respectful, and understanding toward every student.  I will give my best effort to you as an instructor and provide you with every opportunity to succeed in this course.  In return, I expect your best effort as a student and will encourage you to that end.  If you want to know about my philosophy of education, then please read my “Useless Degrees” blog on my Web site.  You must be disciplined and put in the time and effort to succeed.  As the old saying goes, “By the inch, it’s a cinch; by the yard, it’s hard.”

B.
R-E-S-P-E-C-T. This course encourages free and critical thinking with minimal censorship of topics. I desire to facilitate an open and safe learning environment. Everyone should feel welcomed to share his/her views and questions without fear of belittlement.  We represent different races, ethnicities, ages, religious views, political persuasions, sexual orientations, levels of mental and physical ability, etc. Under no circumstances will disrespect be tolerated.  Any student who exhibits disrespectful behavior toward the instructor or any other [image: image4.jpg]


member of class may be asked to leave or even be dropped from the course. At the same time, may we all realize that just because people disagree with our point of view does not mean they are personally attacking us. Let us talk about issues that matter and stretch ourselves to listen, think critically, and discuss them respectfully.

C.
Class meets at the regularly scheduled times and generally consists of lecture, discussion, audio/visual presentations, group activities, and/or speech presentations.

D.
Food and drinks. Students may have drinks in containers with lids in class, but just be respectful about it (no ice crunching, slurping, etc.). Eating during class is distracting to the rest of the class and is, therefore, prohibited. If you need to bring in some food to eat before roll is called, then that is fine, but once class begins all food items should be out of sight. If you have a medical condition that may necessitate you eating a snack at some point during class, just let me know and that will not be a problem.  

E.
Roll is taken and attendance is recorded at the beginning of every class.

F.
You are expected to have read assigned readings prior to the day they are discussed in class. Pop quizzes based on readings are always a possibility.

G.
Use staples. Do not turn in loose-leaf, dog-eared, or paper-clipped pages.

H.
Course Assignments.  Note: All worksheets and grading rubrics for all assignments are available to students in a folder in MyeLearning. It is the student’s responsibility to read, understand and print out copies of the worksheets and rubrics for marking purposes.

1.
Worksheets and quizzes.

a.
Students will complete various worksheets for a grade throughout the term. These worksheets serve to help student practice the principles of public speaking they are learning and to develop their skills.

b.
Reading Quizzes. Six quizzes will be administered online in Moodle (MyeLearning) with an average of 30 T/F and MC questions based on the assigned readings. Because the quizzes are available online and can be completed any time prior to the deadline, makeups are not allowed once the deadline passes. 

c.
Pop quizzes. Simple pop-quizzes will be regularly administered during lecture. These pop quizzes are to incentivize attendance and may be offered at any time during the term and at any time during the lecture.


d.
Misc. quizzes. At least two quizzes over lecture materials (one on outlining and one on support materials) will be administered.
e.
Self-evaluation essay. Students are required to use a digital video recording device (smart phone, webcam, digital camera, video recorder, etc.) to record in class their Life Anthems Speech.  This will allow students to review and evaluate their speech in the form of a written report (500 words minimum, typed, double-spaced, 12-pt. font, 1-in. margins, stapled). The purpose is not to torture you but to allow you to see your strengths and weaknesses for yourself. In so doing, you will become aware of what you need to focus on in order to become a better public speaker. Students will provide their tutors with their essay and a YouTube link to their speech video within one week of the speech.

2.
Oral Presentations
a.
Introduction Speech.  Students will be paired to interview and introduce each other. This introduction speech is a pass/fail assignment. As long as students complete all the requirements and give a 2-3 min. introduction of their partner, they will receive full credit.  

b.
Impromptu Speeches. Students will give three impromptu speeches; two will be on random topics and one will be answering a job interview question.  For these speeches, students will be put on the spot to present to the class an impromptu speech of 1-2 minutes based on randomly assigned topics, quotes, objects, or questions. The lowest grade of the first two impromptu speeches will be dropped; however, a zero cannot be dropped.
c.
Life Anthems Speech.  Students will choose 3 songs and create a narrative speech based on the theme “Anthems of My Life.”  In this speech of 3-5 minutes, students will share the title, artist/songwriter, brief excerpts of the lyrics, and explain how the song relates to them.  Songs should be chosen because they communicate something about your personality, values, aspirations, etc., or are associated with important life experiences.  The primary focus is to communicate something about yourself in an interesting and organized way and not give an informative speech about the artist or song. Students who prefer, may use three poems, three books or three movies instead of songs, but you are not allowed to mix and match. 

d. 
PPT Slideshow Speech.  Students will prepare a slide show using 10 PowerPoint slides to tell a personal narrative organized around a theme of their choice (e.g., “Snapshots of my life,” “My favorite things,” “My life in pictures,” “A typical day in my life.”)   The slides will be set up to transition automatically every 20 seconds, making this speech precisely 3 mins. and 20 secs. in length. The first slide will be for the introduction, the next eight slides will comprise the body of the speech, and the final slide will be for the summary/conclusion.

e.     
Birthday Headlines Speech.  Students will use the resources in the library to research and present a speech of 3-5 minutes to inform the audience of the interesting facts and stories behind three news headlines from the day they were born (mo./day/year).  The three newspaper articles must be thematically connected in some way (Students are encouraged to get creative in how they thematically connect the stories).  Students are required to produce an outline with a works cited for three different print newspapers from the library holdings or databases. You will NOT use Google or any Internet sites in your research.
I.
Respect time limits. Part of effective public speaking is time management. In order to ensure that everyone is able to present on speech days, time limits are strictly enforced. If you pass the time limit you will receive a warning and 30 seconds later you will be stopped, and your grade will suffer accordingly for not completing in time.
J.
I have ZERO tolerance for cell phones in class! All electronic devices (including cell phones, smart watches or eye glasses, iPods/Mp3 players, laptops, iPads, e-Readers, Bluetooth devices, headphones, etc.) must be silenced and stowed out of sight during class. All purses, book bags, jackets, etc. must be stowed under the desk. Students are not allowed to have any of these items in their laps or on top of the desk. Any student who has to be asked to silence or put away an electronic device after roll has been called may have his/her electronic device confiscated for the remainder of class and will receive a penalty of 10 points in the grade book. Students who violate this policy 3 times may be dropped from the course.

K.
Class will start and end on time.  You deserve to get your money’s worth.  Therefore, shortchanging yourself and others by engaging in disruptive behaviors such as leaving class early, falling asleep or resting head on desk, packing up books and supplies near the end of class, etc. is unacceptable. Such interruptions/disturbances of class may result in disciplinary action and even being dropped from the class.
L.
On days that speeches are being presented, the following rules apply: 
1.
If you are tardy, make sure that a speech is not in progress before you enter the room.  Please do not enter the room until the speaker has finished. Failure to observe this rule will result in a 10% penalty on your speech grade.

2.
If you are tardy by more than 15 minutes on 
the day you are assigned to give a speech, you will not be allowed to present and will receive zero on the assignment and risk failing the course by missing a speech assignment.  

3.
Do not have gum or candy in 
your mouth when you speak. Having gum or candy in your mouth during a speech will result in a 10% grade penalty.

4.
Students are expected to wear professional dress (collared shirts with sleeves, slacks/skirt, a belt, and dress shoes) on the day that they make a presentation.  Solid colors without designs, lettering, graphics, etc. are recommended.  Long hair should be pulled back and restrained away from face. Hats and any lip or tongue piercings should be removed and tattoos should be covered as much as possible.  Failure to observe a professional dress code will result in a 10% grade penalty.
VII.
Faculty and Departmental Policies:  Please refer to the Faculty of Humanities and Education Statements for detailed description of course policies, regulations and guidelines. It is your responsibility to read the regulations and become familiar with them. Please reference the link below for information on FHE regulations and syllabuses: http://www.sta.uwi.edu/fhe/
VIII.
Attendance Requirements:  All lectures and tutorials are mandatory. No more than 2 absences (excused or unexcused) are permissible. All attendance sheets will be submitted to the Department of Literary, Cultural, and Communication Studies at the end of the semester. To incentivize attendance, simple pop-quizzes will be regularly administered at the beginning, middle, and/or end of lectures.
IX.
Grading:  Coursework is worth 100% of your grade. Please note that attendance to all lectures and tutorials is very important and mandatory and will strongly contribute to the final grade you receive. Course Work Assignments & Value

 
  Weekly Reading Quizzes:  
15%

          Pop Quizzes:
15%
Worksheets & Misc. Quizzes:
10%

       Self-Evaluation Essay:
  5%

   Peer Speech Evaluations:
10%

     Classmate Introduction:
  5%
Impromptu Speech:
  5%

  Job Interview Impromptu:
  5%

        Life Anthems Speech:
10%

      PPT Slideshow Speech:
10%

Birthday Headlines Speech:
10%

G.P.A. System
A+ (90-100) A (80-89), A- (75-79) B+(70-74), B (65-69), B- (60-64) C+ (55-59),  C (50-54) F1(45-49) F2 (40-44) F3 (0-39).
X.
Class Schedule & Topics Covered (subject to amendments)
	Date
	TOPIC
	READING
	ASSIGNMENTS
	ACTIVITIES

	Week 1
(2-hr lecture; 1-hour tutorial)
	Introduction to the course.
Lecture 1: Basic principles of effective, ethical public speaking (Part 1)

	Section 1 & 8
	Prepare for Student Introductory speeches due in Week 2 tutorial

	Ice Breakers and student interviews for introductory speeches


	Week 2
(2-hour lecture; 1-hour tutorial)
	Lecture 2: Basic principles of effective, ethical speaking (Part 2)
	Section 2
	Quiz 1 due by midnight Sunday in MyeLearning

-Outlining Worksheet

-Fear Factors Assignment
	Presentation 1: Introductory speeches


	Week 3 (3-hr Lecture)
	Lecture 2: Overcoming Anxiety
Lecture 3: Speech Outlining (Part 1)

	Section 3
	Quiz 2  due by midnight Sunday in MyeLearning
	

	Week 4
(3-hr. Lecture)
	Lecture 4: Speech outlining (Part 2) 
Lecture 5: Supporting your points

Explanation of Impromptu Speeches
	Section 4
	-Speech Objectives Worksheet
	

	Week 5
(1.5-hr. Lecture; 1.5-hr. tutorial)
	Lecture 6: Introductions & Conclusions

Explanation and example of Life Anthems Speech
	Section 5
	Quiz 3 due by midnight Sunday in MyeLearning
-Attention Getters and Clinchers Worksheet
-Start preparation for Life Anthems speech


	Outlining Quiz
Impromptu Speeches (Round 1)

	Week 6
(1-hr. lecture; 2-hr. tutorial)
	Guest Lecture
	Section 6
	Quiz 4 due by midnight Sunday in MyeLearning
	Support Materials Quiz

Tutorial workshop for Life Anthems speech


	Week 7 (1-hr. Lecture; 2-hr. tutorial)
	Lecture 7: Speaking Persuasively
	Section 7
	-Self-evaluation essay of Life Anthems Speech (Due at beginning of lecture in Week 8)

	Presentation 2: Life Anthem Speeches (Speech must be video recorded in tutorial) 



	Week 8 (2-hr. Lecture; 1-hr. Tutorial)


	Lecture 8: Using visual aids.
Lecture 9: Effective delivery techniques

Explanation and example of PPT Slideshow Speech
	Section 9
	Quiz 5 due by midnight Sunday in My eLearning
	Tutorial: Workshop for PPT Slideshow Speech.

	Week 9 (1-hr. Lecture; 2-hr. Tutorial)
	Explanation of Birthday 
Headlines speech
	
	Quiz 6 due by midnight Sunday in MyeLearning
-
	Tutorial: Impromptu Speeches (Round 2)

	Week 10 (1-hr. Lecture; 2-hr Tutorial

	Lecture 10: Recognizing and avoiding logical fallacies
	
	
	Tutorial:  Presentation 3: PPT Slideshow Speeches

	Week 11
(1-hr. Lecture; 2-hr Tutorial
	Guest Lecture
	
	
	Presentation 4: Birthday Headlines Speeches.



	Week 12 (1-hr. Lecture; 2-hr. Tutorial)
	Lecture 11: Speaking on special occasions.

Explanation & examples of bonus speeches
	
	
	Tutorial:

Presentation 5: Job Interview Impromptu Speeches



	Week 13

(3-hr Lecture; or 1-hr. Lecture & 2-hr. Tutorial) 

 
	Course review & Bonus Toasts, Speeches of Presentation, or Acceptance Speeches
*Bonus speeches only available to students who do not have a make-up speech


	
	
	Bonus speeches during lecture (up to 3 hours)
Tutorial: (up two 4 tutorials will be offered the final Tuesday 2-4 p.m. for pre-approved make-up speeches 
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“The right word may be effective, but no word was ever as effective as a rightly timed pause.” 


~ Mark Twain








“Words have incredible power.�They can make people’s hearts soar, or they can make people’s hearts sore.”�~Dr. Mardy Grothe











As long as there are human rights to be defended; as long as there are great interests to be guarded; as long as the welfare of nations is a matter for discussion, so long will public speaking have its place. 


      ~W.J. Bryan
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